
City of Tukwila CTR Program

Employee 
Transportation 

Coordinator Training



What is CTR?
In 1991, the Washington State Legislature 
passed the Commute Trip Reduction (CTR) 
Law. CTR Law requires employers to work 
with employees to reduce the number and 
length of drive-alone commute trips.

Who is affected?

If your worksite has 100+ employees arriving 
at work between the hours of 6am and 9am, 
your company may be affected. Additionally, 
some sites are affected by the city’s CTR 
ordinance as a condition of a City permit.
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http://records.tukwilawa.gov/WebLink8/1/doc/8758/Page1.aspx


Requirements for Employers

• Designate an Employee Transportation 
Coordinator
• Develop a CTR Program that helps employees 

reduce drive-alone commute trips
• Administer an employee Survey every two years
• Submit a Program Report every two years
• Inform employees of commuter benefits at least 

once a year
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CTR Survey
Every other year, employers 
conduct an employee commute 
survey of employees to measure 
progress toward CTR goals.
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Planning Your CTR Survey

Tukwila businesses are scheduled to survey their employees in odd-
numbered years during the spring. You will be given the option to 
select the week in which to conduct your survey.

Best practices:

• Don’t survey before or after a holiday
• Allow at least two weeks to prepare before beginning your survey
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Survey Methods – 2 Options

ELECTRONIC
• Saves time and paper
• Easy for employees to complete 

when they have time
• Option to add your own 

supplemental questions

PAPER
• Good for employees without 

email or computer access
• You are responsible for 

distributing and collecting 
surveys
• It is best to administer the 

survey at an event or company 
meeting to make sure they get 
turned in
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Conducting Your Survey

• Buy-in from all levels of the organization is important. A message 
from your executive management team can be effective in 
encouraging your staff.
• Promote the survey via posters, flyers, intranet announcements, and 

team meetings so that your employees are prepared to complete the 
survey by the deadline.
• Some worksites find incentives such as small gift cards or food to be 

effective in motivating survey completion.
• More info & FAQ: WSDOT CTR – Surveying Employees Commute 

Behavior
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https://www.wsdot.wa.gov/transit/ctr/surveying-employees


Program Report
Every other year, employers fill 
out a questionnaire that asks 
about the strategies and program 
elements your organization uses 
to promote sustainable commute 
options to employees, such as 
transportation benefits. The CTR 
Tool uses the information to 
produce a PDF report.
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Program Report Basics

• Employers report on programs currently in place to encourage 
alternatives to drive-alone commuting to their worksites
• Program Reports are reviewed for their completeness, inclusion of 

mandatory program elements, and the likelihood the program will 
result in trip reduction.
• Program reports are due on even years in the spring. Your CTR 

representative will notify you when the report is due.
• More info & FAQ: WSDOT CTR Employer Report and Program 

Description
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https://www.wsdot.wa.gov/transit/ctr/employer-program-report


CTR Program Tools

• CTR Program Tools website: ctrsurvey.org/admin
• Your CTR representative can provide your login information
• This tool is for administering the employee survey and for filling out 

the Program Report
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http://ctrsurvey.org/admin/


CTR Documents & Resources

Please familiarize yourself with Tukwila’s CTR Ordinance 2201 and the 
requirements listed in section 9.44.060 Requirements for Employers 
(p.6) - City of Tukwila CTR Ordinance #2201

• City of Tukwila Website - TDM for Employers
• RCW 70.94.521, State CTR Law
• WSDOT CTR Overview
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http://records.tukwilawa.gov/WebLink8/1/doc/8758/Page1.aspx
https://www.tukwilawa.gov/departments/community-development/transportation-demand-management-program/employers/
http://apps.leg.wa.gov/RCW/default.aspx%3Fcite=70.94.521
https://www.wsdot.wa.gov/transit/ctr/home


Questions? Please contact us.

Alison Turner
alison.turner@tukwilawa.gov
206.433.7142

Chris Andree
christopher.andree@tukwilawa.gov
206.433.7140
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